
Executive Secretaries and Executive Administrative Assistants (43-6011)

Occupation description:  Provide high-level administrative support by conducting research, preparing statistical reports, handling
information requests, and performing clerical functions such as preparing correspondence, receiving visitors, arranging conference
calls, and scheduling meetings. May also train and supervise lower-level clerical staff. Excludes "Secretaries" (43-6012 through
43-6014).

Employment and Job Openings

 Average employment Average annual openings

 2010 estimate 2020 projection Percent change Growth Replacement Total
Alaska 3,808 4,236 11.2 43 78 121
United States 1,236,100 1,392,100 12.6 15,610 16,570 32,180

Job outlook 
Alaska: Alaska’s employment growth is moderate with very high employment opportunities. Read more. 

2013 Wages 

 Mean Wage and
95% Confidence Interval Wage by Percentile

 Low Mean High 10th Median 90th
United States n/a 24.94 n/a 15.43 23.70 36.04
Alaska 24.52 25.06 25.60 17.47 24.39 34.12
Anchorage/Mat-Su Area (MSA) 23.88 24.65 25.42 17.26 24.23 33.38
Fairbanks North Star Borough
(MSA) 24.70 26.19 27.68 17.29 25.71 35.29

Southeast Region 23.76 24.88 26.00 18.02 24.34 32.47
Balance of State 24.62 25.68 26.74 17.60 24.72 35.37

Labor Force Indicators

2012 Worker Characteristics
Total workers Nonresident workers Percent nonresident Percent age 45 plus Percent age 50 plus

3,793 257 6.8 47.1 35.7

2012 Potential Supply
Qualified but working in another occupation 1,453
Currently employed in a lower paid occupation 894
UI claimants previously working in occupation 407

2012 ALEXsys Employment Data
Number of registrants 5,257

http://live.laborstats.alaska.gov/occ/faqs.cfm#grop
http://live.laborstats.alaska.gov/occ/faqs.cfm#q05


Number of job position postings 893
Ratio of registrants to job position postings 5.9

Typical Entry-level Education, Experience, and/or On-the-job Training

Education: High school diploma or equivalent Work experience: 1 to 5 years On-the-job training: None

Training Resources

 Degree
Alaska Career College

Business Administration and Computer Technology AAS
Business Office Technology Specialist Certificate

 Degree
Alaska Job Corps

Office Administration

 Degree
Alaska Technical Center

Administrative Assistant

 Degree
Alaska's Institute of Technology (AVTEC)

Business & Office Technology Certificate

 Degree
Amundsen Education Center

Administrative Assistant

 Degree
Ilisagvik College

Office Administration AAS
Office Administration I Certificate
Office Administration II Certificate

 Degree
North Star Computing

Secretarial, Computer & Office Skills

 Degree
University of Alaska Anchorage

http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000006
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02000263    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02000260    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000145
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02002551    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000042
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02002095    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000005
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02000155    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000015
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02002359    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000012
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02001908    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02001909    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02001910    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000139
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02002505    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000028


Office Management & Technology AAS

 Degree
University of Alaska Anchorage, Kenai

Office Management & Technology AAS

 Degree
University of Alaska Anchorage, Mat-Su

General Clerical CT1
Office Management & Technology AAS
Word/Info Processing CT1

 Degree
University of Alaska Fairbanks, CTC

Administrative Assistant OEC

 Degree
Vocational Training and Resource Center

Administrative Assistant

Department of Labor and Workforce Development, Research and Analysis Section
P.O. Box 115501
Juneau, Alaska 99811-5501
Phone: 907.465.4500, Fax: 907.523.9654
June 29, 2014

http://live.laborstats.alaska.gov/atc/program.cfm?pg=02300161    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000728
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02300174    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000001028
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02300429    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02300132    
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02300418    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000001528
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02300839    
http://live.laborstats.alaska.gov/atc/provider.cfm?p=020000000087
http://live.laborstats.alaska.gov/atc/program.cfm?pg=02004277    

